DTS Self Registration Instructions




DTS Self Registration Instructions

1. TO ACCESS DTS WEB SITE CLICK ON LINK BELOW OR TYPE THAT
ADDRESS ON YOUR MICROSOFT EXPLORER ADDRESS BAR..
http://www.defensetravel.osd.mil/dts/site/index.isp
You will then be taken to DTS home page.
See below.

2. Insert you CAC card into your computer CAC reader.
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3. Click on the Green button that says Login to DTS. You will then get the Privacy and
Ethics Policy. Read and click Accept See Below
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~ systemns including security devices and systems, to prevent unauthorized use and violations of statutes and security
regulations, to deter criminal activity, and for other similar purposes. Any user of a DoD interest computer system should
be aware that any information placed in the system is subject to maonitaring and is not subject to any expectation of
privacy.

If monitaring of this or any other DoD interest computer system reveals possible evidence of criminal statutes, this
evidence and any other related information, including identification information about the user, may be provided to law
enforcement officials. If monitering of this or any other DoD interest camputer system reveals any violations of security
regulations or unauthorized use, employees who violate security regulations or make unauthorized use of DoD interest
computer systems are subject to appropriate disciplinary action,

ETHICS

Travelers must comply with the Federal and Departmental ethics rules when accepting travel benefits (i.e. goods,
services, or payment) from non-Federal sources. For DoD personnel, see Joint Ethics Regulation, DoD 5500.7-R, Chapter
4, Travelers may keep items of nominal value (as defined in applicable ethics regulations). Travelers may also keep
benefits received for voluntarily vacating a seat on an over-booked flight, but are not to vacate their seat if the
Government would incur additicnal costs or if it would affect the mission,

PRIVACY ACT

BUTHORITY; 5 U.S.C 57, Travel, Transportation, and Subsistence; 10 U.S.C. 135, Under Secretary of Defense
(Comptroller); 10 U.5.C. 136, Under Secretary of Defense for Personnel and Readiness; 10 U.S.C. 3013, Secretary of
the Army; 10 U.S.C, 5013 Secretary of the Navy; 10 U.S.C, 8013 Secretary of the Air Force; DoD Directives 7000.14-R;
and E.0, 9397 (SSN). PRINCIPAL PURPOSE(S): To obtain information for processing a request to travel at Government
expense on official Departrnent of Defense business and for processing a claim for reimbursement of authorized and
legitimate expenses incurred as a result of such travel.

ROUTINE USE: For Federal and private entities providing travel services for purposes of arranging transportation at
Governrment expense for official business.,

DISCLOSURE: Yoluntary, however, failure to provide all of the requested information may preclude the processing of
both the travel request and the claim for reimbursement.

DEPARTMENT OF DEFENSE: Department of the Army Narrative Statement on a New System of Records Under the Privacy

Act of 1974
Astept ] Decline ‘
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4. You will then be asked to enter your CAC Pin and click Ok.
See Below

You-must loginto youwr certificate before you can perform
signature or encryption operations. ‘If you use a cryptographic
token [e.g. a smartcard), ensure that itis inserted now. Enter
your PIM or password in the space below and press ENTER.
Press Cancel to abort the login.
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5. Upon your CAC signature being verified you will be asked to activate your user
account by entering your SSN# twice then click submit. See Below
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User Activation

Your user account needs to be activated

If you would like your account activated, complete the
form below. The farm requires that you enter your social
security number twice. Please enter your §5N
exactly as it appears in your profile, including any
trailing characters {i.e. 123456789 or
987654321R)

Enter Social Security

Number:
Reenter Social Security
Number:

Subemit | [Cancel|

6. If you are not already in the system you will get the screen below. Click on the self
register button. See Below
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User Activation

The SSN you typed in does not match any existing
record in the system.

If you have an existing profile -- but might have entered
the wrong SN, then return to User Activation to re-
attempt profile activation. Please note that you must
enter your SSN exactly as it appears in your
profile, including any trailing characters (i.e.
123456789 or 987654321R)

Cr, if you are a new user with no existing DTS profile,
and have been notified to self register, click the "Self
Register" button to enter your individual profile data,

Otherwise, select the "Cancel” button ta terminate the
activation process.

(. Self Register Cancel

#} Done




7. You will then arrive at the screen below which is your personal homepage. Click on
Administrative tab then select Self registration. See Below
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8. You will then be taken to the self registration tools. Click on the tab for Basic
Information. See Below
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Welcome to the Self Registration Tool.

Your user/traveler profile has been started but not completed; please finish prior to submitting
userftraveler profile for acceptance. Click on Recommended Information above to comptete your
profile.

If you ziready have an existing user profile, and inadvertently created a self registration record, then
click here to delete your staging profile. You will then be able to re-login and activate your
production profile.

This is where you enter the data that goes into yaur DFS Persanal Profile.

Inthe Recommended Information section, some fields are marked with an asterisk (*) or are preceded by bolded text.

o If there is an asterisk to the left of 2 field, this daka must be entered before you can submit your Self-registration.
Tf you forget, DTS wil prampt you
o If there is bolded text next ta a field, this data must be entered so that sll information on the page can be

2 @ Internet




Required Personal Information

9. Your name and SS# will be populated in the respective fields. You will complete the
following fields:

a. Gender

b. Email Address (AKQO)

c. Mailing address (APO)

d. City will be APO and state AE. Click search icon, place option button to “ALL”
enter “AE” in CODE, search and select. See Below
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Felds with a bolded Field Mame are required to save data on the CURRENT page.

A AP ETURY PORMABOR

LEnERAL WEORMA N

First Mame » GEORGE

Last Name » SH&W

fiiddle fnitial D

S5H 0 SETI616TT

Geeler

* Email Address » i 1

Hhap s AOBRESS

> Maiting Street 1. { ]

Mailing Straet 2» { I

*City s

* State / Countrys

* Tip £ Postal Code » [::]

.
. , | L A ez
iz this the same 3z Residence Address?s

122 Mo tf nat, we'll ask vou for it on the Frefersnce Infarmation page.)

PR WORR WEORMATIN

Civilian / Military

2 Done 8 @ ntemet




7" FOREIGN & ALl

ipone T
Zi‘;’ﬁlalt; ] Seqtl Tteins - Micros...

Eﬁ 7 Internet Expl.. > 1 My Documpits ; @) SELF REGISTRATION., i 40 paciment - Mieros. ;

10. Select Civilian or Military followed by rank and status (Active or Reserve) if

Military. r
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11.Click icon to search for Organization

a) Service Agency will be: Army b) Type: Foreign OL c) State

: Germany d) Site: Germany
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12. You will then get a list of all the Organizations, select the one that corresponds to
you. Scroll to bottom and select “NEXT” page if necessary. See Below
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Electronic Funds Transfer Data

13. Check Savings or Checking (Only one) then input 9 digit ABA number (routing
number) followed by account number.

14. If you have a Government Credit Card input that information as well.
15. Preference information will be auto filled when you select your organization.
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16. Passport information below is not required
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17. Enter your German street address followed by Residence city and Zip.

Residence State /Country code will be “GM?”. Click search icon, place option button to
“ALL”, enter “GM” in CODE, search and select.

18. Miles from Home to Airport is optional

19 Residence phone is required. You may use a cell phone number. Fax number is
optional.

20 Air Travel section is not required.
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21. Once you have completed all required data click on save button (see above)
You will see the screen below, click submit (see below).
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You are going to submit the traveler profile to OTA.
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22. When your information is submitted, the system will notify your DTS administrator
of your submission and he/she will go in and receive your account request. Once you are
received you will get an email notification verifying your account has been established
and is ready for use.
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Your self registration has been submitted. A DTA will review your registration and a notice will be sent to vou either by email (if organization email
#is set) or by plone to let you know if vowr self registration is approved or rejecred.
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23. Click on the close window hyperlink.
24. You will be taken back to your home page. Please click the Logoff tab.
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Logoff

You have been logged off. To be completely logged off of DTS,
close all open web browser windows. Select the link below to
close this window,
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